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APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

_ _ . e RECORDS MANAGEMENT DIVISION
) INSTRUCTIONS See Publlcat:on No 76—-RM-1 for mstructlons on completlng this form. Forward signed original to
Department of Arschives and Hmory, Reoords Management Dwusaon. 330 Capitol Avenue, Atlanta, Georgia, 30334
Attention: Schaduling Section, .
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FOR AGENCY USE 1. Agency Address ' [FOR RECORDS MANAGEMENT USE
Application Dete . Department of Human Reso urces Application Number

H'Jﬁ -9 % LD.zv_ls::oz'z of Mental Health & Mental Retarda _1on7'8 27'-' __76_ 280

47 Trinity Avenue : ravetantamm I
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Appiication Number Atlanta, Georgia 30334 _ rlq)at; RTE’;;M DBrEgompleted
DHR q9-wF | e | 1878 | > 6 a7
2. Person to Contact S Workmg Tite - Telephone Number "

Wllllam McDonald RMO 656-4976
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3. Actlon Reque:ted
a. (@ Estabusn Retention Schedule; record will continue to accumulate.,
b. L'J Dispose of present accumulation; no further accumulation anticipated
0_Amend ApplicationNo, o .. Check One: [} Change; 0O Supercede; O Void _

4. O Dntu of Series 5. Recards Sems Title (followed by by title used in office; if diffsrent)
Earliest Latest

- . SCHEDULES
1960 = | Present See Attached (DIVISION-WIDE COMMON )

—— R o S —— e

8. Dwmon and Office Functlon What is the function of the Dr\nsron and the Office in which this record series is created?

The Division of Mental Health.and Mental Retardation administers the programs for mental health}
mental retardation and other developmental disabilities; alcohol and drug abuse; and conducts
training and research. This Division is also concerned with community mental health and the

administration of the state mental hospitals; and rehabilitation and retardation centers
State-wide.

State Regional Hospitals/Institutions and Medical Centers have the responsibility to provide
mental health services for the people in its geographic area of responsibility; to conduct
training and education for persons in various mental health disciplines; and to carry out
research with the objective of determining the causes and possible cures of mental illness.
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7. Record Series Dascription This file contains the followmg documents (mclu—;;;gr;’f;:;bers and titles, if any):
Attach samples of the file,

Documents relating to:

See Attached
Included are: : : ' .

File is arranged:

8. Monthly Referenca Rate " How often are records referred to which are:

One to six monthsold —__ ____; Seven to twelve monthsold . ___; Thirteen to twenty-four months old
twenty-five months and older ?

9. Annual Rate of Accumulation of Records '
Letter-size drawers .. __:legalsizedrawers _______ _;Shelves________ _:Other (specify)

AR-80-71; Rev, 78 ' "~ {Over)
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YES | NO. 10_03051!9nﬂam_(1’lacgaﬂ “X" in the proper column) o . -
Is this the official copy of the series?
,_ﬁ[f npt.where isit? __ . . :

b. Does the series contain confidantlal mformatlon requarmg security handlmg? If yes, cite law or regulation.

¢ lsthisa wtal reoord?

P i S ah S PPN OO

d. Does this series have historical or Iong__rfﬁ research vaiue? e

¢. When one or two documents in the file make it necessary to keep the entire file for a iong period, could these

Lk _ documents be scheduled separately? . _. e ~
I R ﬁ,.fk,lmamfgr_mamm contained in ttuuengsmr nuhb;hegz L ves, attach copy. _. A :

ald .

-~ 1.8 Is the information contained in this series ever analyzed and/or recorded in a summarized report?

h Is there a duphmtnon of thls series in your offlce or in another offlce or agency?
I _.If ves,where? _ . i}

& 77 ves. attach copy. . . I e

} _hmu.mimmmmﬂxmhﬂvmmfdmed? e e e
l._Does the record series result in a computer printout? . _ _

11. Rstention Requirements The following requires the series to be kept

a. Stats Law e YeaTS. d. Audit period
b. Statute of limitation e years. e. Administrative need

c. Federal law i - __Years, £, Federal ratention instructions

Attach copy or excert of laws or regulations, Explain administrative need. _ _ -

12 Appfqvad Dupos,_iti;n' lnitructfom " This agencv recornmends that the file series be cut off at the end of each

O Hoid in the current files area -.—_-month(s)
. [ Transter to iocal holding area; hold ... _year(s); then
O Transfer to State Records Center hold _H,mﬁﬁﬂvear(s) then
Q Destroy;
. O Transfer to State Archwes for permanent retention.
0 Other (Specify)

»~

year(s}; ;hen_ )

See Attached

| ‘
These instructions apply to all prior and future accumulations of the series.

S L

years.
years.
years,

- O Calendar Year; O Fiscal Year D Other e . _then,

Date

Age anhsngnu (.S;gr;éturelr ,__%#Lm_n_gg;g_ _ .. | .Records Management Of-fmer (ngnamrel

T e . R e e bk 3 g § gt 7 o = M e o I |

State Records Committee (Signiture)

R ey TR mr—— . wiL® T Ar e T v =

. Date _

Recommendations in para-

o
graph 12 are approved, State Auditor/Designee ! )-"._f' 78’

{if disapproved, attach letter - T Y- ) ““" ,
of explanation.) Secrfg%gqge/pesagnee / 2 ‘-‘7" "-7?

/ M’ -
Attorney General/Designee L u /2 Y f
AR—BO-71: Rev. 76 o T T Tﬁuvﬂru Side) '



‘78- 17

Engineering Service and Work Order Files
Documents relating to request for engineering
maintenance services.

Included but not limited to are service orders,
work orders and similar or related documents.
Files may be arranged alphabetically by activity
performing the work, thereunder chronologically
by date.

Engineering Work Order Control Files
Documents relating to review of requested engineer-
ing malintenance.

Included are copies of work orders used for such
purposes as follow up of authorized work by activ-
ity foremen.

Files may be arranged chronologically by date of
work order.

78 L7706

Engineering Stock Record Account Files

Documents relating to maintaining an inventory re-
flecting receipt, storage, maintenance and dis-
position of real property and engineering stock
items.

Included but not limited to are stock record cards

or any equivalent forms used in lieu thereof; records
supporting posting to the stock record account such
as transfers of items, copies of leases, requisitions,
inventory adzystment reports, work orders, turn in
slips, purchase orders and similar or related infor-
mation.

Files may be arranged alphabet;cally by 1tem or
facility. -

78-977
Job Order Register Files
Documents relating to control of job orders.

Included but not limited to are registers or sheets
reflecting identifying job numbers, dates of receipt,
approval or disapproval, scheduling and completion,
description, cost and similar or related information.

Files may be arranged chronologicallg by date.

Cut off file at the end of each
calendar year; hold in current
files area 2 years; then destroy.

Upon completion of work, hold
1 month, then destroy.

When cards are filled or reflect
zero balance,remove from active

file, hold in current files

area for® years; then destroy.

Where inventories are computerized

COFF printouts at end of CY or
PY, hold CFA for Q years; destroy..

Cut off file when document 1is

“full, hold in current files area

for 2 years; then destroy.



78-278

Master Facilities Planning Files
Documents relating to the preparation develop-
ment review, approval and revisions of master
plans for institution facilities.

Included but not limited to arée the master plan
which may include basic information maps, analysis
of existing facilities report; tabulation of
existing and required facilities; and plans for
future development i.e., general site plan,
analytical report, background material and re-
lated correspondence.

Files are arranged alphabetically by project name.

78- 274

Entomology Service Files

Documents relating to criteria, practzces and
application of measures for insect and rodent
control.

Included are reports of inspections Snd appli-
cations and similar or related information.

File is arranged by date.

/8- L8

Sanitary Service Files
Documents relating to the collection and dis-
posal of refuse.

Included but not limited to are reports identi-
fying collection and disposal of refuse, collect-
ilon of salvage and similar or related documents.

Files are arzanged by date.

Cut off the end of each cal-
endar year; hold in current
files area for 3 years; trans-
fer to local holding area, hold
for 7 years; then destroy.

COFF file at the end of each
calendar year or caontract year;
hold in CFA for 3 years:; then
destroy.

Cut off file at the end of each
calendar year; hold in current
files area for 3 years; then
destroy.



